
CIWC Trip Planning

01/09/12 (revised)

Thanks for volunteering to lead or co-lead a CIWC Trip!  This document will guide you through the trip planning process.  Remember, as the Trip Leader, YOU GO FREE (or half price if you are a co-leader).  If you have any questions about being a Trip Leader or any of the attached information, please contact the appropriate Trip Chairperson.

Planning the Trip
· Check with Trip Chairs to see what dates are available. – Read Trip Policy

· Select your trip – make calls / do research as needed.  Determine if you need a co leader.

· Cost Estimate – use form on web site.

· Determine all trip costs  - consult with trip chair as needed.

· Cancellation date – take into account any outfitter / lodging cancellation policies

· Roundtrip miles – add in any needed side trips

· Meals – use standard allowance or more if you need to.

· Equipment – only if you use club equipment

· Lodging – lodging and or camping fees

· Additional expenses may include equipment rental, outfitter fees, tolls, maps, etc.

· Per person cost – use a divisor of 6 unless approval is obtained for a different value.

· Send complete form to the appropriate Trip Chair for approval.

· Trip Write Up Form for the Trail Mix – use form provided on web site

· Submit BEFORE Trail Mix deadline (see trip chair)

· Think about trip difficulty and family ratings.  Describe what participants need to know.

· Write descriptively and tell some detail about the itinerary.  Send this to Trip Chair.

· A few weeks / Few days before the trip:

· Confirm Outfitter fees and reservations

· Determine where / when you will meet on departure day.

· Start communication with participants.

· Answer questions

· Review gear requirements and other expectations.

· Tenting requirements / needs.

· Request bike racks or any other special gear needed.

· Communicate Medical Form and Related Requirements.

· Determine everyone’s physical readiness and ability to make the trip.

· Check for food allergies, vegetarian, etc.

· Select drivers – add new drivers if needed.

· Check to make sure all are paid.

· Arrange to get van.  Check service of van.

· Beginning of Trip

· Print off Trip Record / Waiver Form (from web site)

· Check van for mileage / maintenance log & check oil

· Make sure all needed club equipment is in the van and ready.

· Write down beginning mileage

· Have everyone sign waiver

· Introductions.

· Make sure all gas / van purchases get logged in book.

· After the Trip.

· Clean the van as much as possible and clean / dry equipment.

· Inspect and clean / dry any borrowed equipment.

· Contact Equipment Chair with any van or equipment issues

· Gas up van (full) and check oil

· Fill out trip record report.  Submit to Treasurer with all receipts.

· Write up report for next Trail Mix
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